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Weekly Report for Week Ending 1/8/58
from
RECORDS DISPOSITION BRANCH

1. Assignments - Active-25X1AQa

a. Project 6-40 OCR -

-/’Mi'. Krauskopf, Natlonal Archives, visited our Staff yesterday to
appraise our requests for legal authority to destroy certain
records in OCR., His appraisal will be forwarded to the Congress

along with our request. 25X1A9a
b. Project 6-95 - Office of Personnel -
" No change from previous report.

c. Project 8-18 - Office of Operation
"

The schedule has been reviewed by all branch officials and returned

to the ARO who will meet with the Executive Officer 00/C for further
coordination. Forms have been collected from 60% of the branches as
a preliminary move towards a forms survey. Collection of forms has

been undertaken at the request of Chief, Forms Management Branch.

On Tuesday, T January, Mrs. _

ot +ne o/ > "%

visited Records Disposition Brench to discuss shelf filing. Mr. [ 25X1A%a

25X1A9a  and Miss accompanied Mrs. o the Biographic Register
25X1A9a file room where Mr. explained the pros and cons about the

25X1A9a shelf filing installFe 0 that Division. Mrs. [ is presently o5x1A0a

considering the idea of convertimg to shelf filing in her area.

25X1A9a d. Project 8-20 - ORR_

v " Installation of subject-numeric file system completed in all files
i f . except the substantive files of the Chief, Economic Area. This
'i 151 ! installation will begin on 13 January. A total of 36 out of 37

installations covered by this project is completed. The 1958 files
are currently being started and assistance is being furnished.

e. Project 8-h9 - office of Personnel [ 25X1A9a
/o

2
f. Project 8-53 -OTR - 25X1A9a

Tnstallation of Subject-Numeric file in Office of Chief, Position
Evelustion Division, OP - 80% complete,-

- G A review and audit of OTR's Records Management Program is under way.
2 Under consideration will be the REcords Control Schedule, retirement

y procedures and maintenance facilities.
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25X1A9a
25X1A95°"* Project 8.4 - Medicel staff -

presented 2 floor plan which provides for use of Open File 25X1A9a

/" shelving t0 vr. [N Administrative Officer and. Mr.

y Reglstrarl who accepted the proposal. This proposal ig being eveloped
1o proviae £i1ing facilities for a present volume of 175 cis ft.
of Hedical Chert Files and sn estimated 125 CcUa , expansion.

Ve Considera’oion was also given to the space this Office will occupy
in the nevw Agency Building when the X-Ray files will probably
be stored in ‘the sane Qfficee. Specificatione will e developec}~
for the procurement of this equipment.

25X1A9a
. Mep Li‘orarX[ORB 25X1A6a
;’j The proposed floor plan of th was presen’ced
25X1A6a 4o Mrs Js Co Oleinik, 5% 6 Januexry
25X1A9a : th — egent Wer c S
>
1 Messrs

25X1A9a o xen, Office of Reﬂoru 3 25X1A9a
mof the Staff. Mr. ave verbal approvel to the plans
25X1A9a will be sorwarded DY Fr« to GBA for formal gpproval.
Physicel aspects of the ares are now ©
25X1A9a Physical gecurlty Division/0S.

i, File Baul ment Reyf_‘f- 25X1A9a

Requisi‘cions for 3 pleces of safe type equipment were approved.
quring the week.

Je Comptroller; Machine Records Division - 25X1A%9a

}io action on this projecte

25X1,?‘g‘(a
Discussed with Mr. stock Managemnent, OL, the

25X1A9 usefu ewhere of equt nt which may ©e released from the
25X a - sugges‘oed the idea of rransferring this equipmen'l;
1A6a to GSA for cre ™. towards the purchese of Open File shelving.

k. Review of Subject Files Installa’cions

’ PN The review of gll file jngtellations nade during 1957 continues.
' / At this time, yveviews have peen made and new folders provided 10
: all installatinns in OST. ' adition, yreview of two installations
in OCR/SR have been made . “ 25X1A9a

Continued follow-up on previous installeablons of Subject- umeric
Tiles ii QP (5) to assist in establishment of new files for

1 58.
? 25X1A9%a

-
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2. Assignments - Inactive 25X1A9a
25X1A8a a.

S5« Vit Materials

a. Mlcrofilming of Vital Materials in the Office of Security continues.
This semi-annual filming will be completed on 13 January.

FOIAb3b

b News  o5x1AQa
&. Mr,

OCI, to propose the
use: al=-Ll~>Tack car l1les to replacé safes now used in one of

their divisions where a vaulted ares is availasble, Shelf files which
25X1 A&‘a they first suggested was ruled out by Mr. -f this Staff as
unsuitable for active cards as well as more costly than Saf-T-Stack.

are gcheduled to visit a Saf-T-Stack installation at
25X1A6a where this type of filing has been utilized since
De

25X1A% 4, Contacted _ 0GC, to remind her that the Records Control
Schedule for Legistiletive Counsel has not been brought up-to-dste.
She requested another delay until a new secretary for legislative
Counsel has been orientated on legislative matters.

Co Assisted the Suggestion Awards Staff in the retirement of ire ckive
Lo records to the Records Center. 25X1A9a

d. An informal call was received from Mr. Document Division,
i OCR concerning Open File shelving., Our assistance was offered and
”f a meeting is to be arranged st his convenience.

25X1A9a
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